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To  the  Honorable  James  R.  Thompson,  Governor; 
Members  of  the  Legislature;  and  the  People  of 
the  State  of  Illinois 


We  are  proud  to  present  the  78th  Annual  Report  of  the  Illinois 
Civil  Service  Commission  for  fiscal  year  July  1,  1984  to  June 

30,  1985. 

During  the  past  year,  Peter  P.  Zelkoff  was  appointed  to  the 
Commission  for  a term  expiring  on  March  1,  1987. 

Also,  on  December  31,  1985  Harry  M.  Schnirring,  a staff  member 

with  the  Commission  since  July  5,  1948,  retired  after  37  years 

of  exemplary  service  to  the  Commission  and  the  people  of  the 
State  of  Illinois.  The  Commission  wishes  to  thank  Harry  and, 
in  honor  of  his  retirement,  dedicates  the  Commission's  78th 
Annual  Report  to  him. 


Respectfully  submitted. 
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MEMBERS  OF  THE  ILLINOIS  CIVIL  SERVICE  COMMISSION 


The  members  of  the  Civil  Service  Commission  are  appointed  for 
a period  of  six  years.  Appointments  to  expired  terms  extend 
for  the  duration  of  the  unexpired  term. 


Chairman  Moffat  holds  a Bachelor's  Degree  from  Southern  Illinois 
University  in  marketing.  Employed  by  Xerox  Corporation  for 
sixteen  years,  his  current  position  is  National  Account  Manager. 
Military  experience  included  eighteen  months  in  Washington, 
D.C.  as  a Sentinel  and  Sergeant  of  the  Guard  at  the  Tomb  of 
the  Unknovm  Soldier,  Arlington  National  Cemetery.  He  also  serves 
on  the  Board  of  Director's  of  the  L.P.G.A.  Rail  Charity  Classic, 
1983  Co-Chairman  of  the  United  Way  Campaign,  Century  Club 
Y.M.C.A.,  Boy  Scouts  of  America,  American  Business  Club,  and 
is  active  in  raising  funds  for  the  March  of  Dimes. 

Commissioner  Gilbert  holds  a Bachelor's  Degree  from  the  University 
of  Illinois  and  a J.D.  from  Washington  University.  He  is  a 
partner  with  the  law  firm  of  Reed,  Armstrong,  Gorman  and  Coffey 
in  Edwardsville , Illinois.  He  has  been  admitted  to  practice 
before  the  Illinois  Supreme  Court,  the  United  States  District 
Courts  for  Southern  and  Eastern  Districts  of  Illinois,  Seventh 
Circuit  U.S.  Court  of  Appeals  and  the  United  States  Supreme 
Court.  He  is  the  author  of  "Representation  of  University 
Administrators  in  Faculty  Grievance  Arbitration,"  Illinois  Bar 
Journal,  December  1981,  and  "Women's  Legal  Rights,"  DOCKET, 
August-September  1983. 

Commissioner  Zelkoff,  a resident  of  Lombard,  Illinois,  is  the 
Executive  Assistant  to  the  Business  Manager  of  the  I.B.E.W. 
Local  134.  He  formerly  served  as  executive  assistant  to  former 
Illinois  Attorneys  General  William  J.  Scott  and  Tyrone  Fahner. 
Mr.  Zelkoff  received  a Bachelor  of  Arts  Degree  from  Olivet  College 
and  a Master's  Degree  in  Labor  Relations  and  Business 
Administration  from  Michigan  State  University.  During  the  Korean 
conflict  he  served  in  the  Military  Police  assigned  to  the  Criminal 
Investigative  Division.  Mr.  Zelkoff  is  also  active  in  numerous 
civic  and  charitable  organizations. 


Name 


Term  Expires 


J.  J.  Moffat,  Chairman 

John  L.  Gilbert,  Commissioner 

Peter  P.  Zelkoff,  Commissioner 


March  1,  1989 
March  1,  1991 
March  1,  1987 


HIGHLIGHTS  OF  FISCAL  1985 


The  highlights  of  the  year  include  the  appointment  by  the  Governor 
of  Peter  P.  Zelkoff  as  a member  of  the  Commission  and  the 

retirement  of  a long-term  Commission  staff  member,  Harry  M. 

Schnirring . 

The  Commission  had  been  given  an  additional  responsibility  in 
the  area  of  allocation  appeals.  A right  of  appeal  to  the 

Commission  will  arise  immediately  after  the  initial  audit  is 

performed  by  the  Department  of  Central  Management  Services. 
Previously  the  employee  was  required  to  re-appeal  the  Director's 
decision  to  the  Director.  This  duplicative  step  has  now  been 
eliminated.  This  change  is  expected  to  cause  an  increase  in 

the  number  of  allocation  appeals  filed  with  the  Commission. 

As  stated  in  the  Commission's  FY  84  report,  the  Commission  was 

working  to  resolve  the  significant  number  of  layoff  appeals 

which  were  filed  within  the  past  two  years.  The  Commission 

is  proud  to  announce  that  the  backlog  is  resolved  and  it  is 
now  current  in  the  disposition  of  layoff  appeals. 


CIVIL  SERVICE  IS  GOOD  GOVERNMENT 


On  May  11,  1905,  Illinois  passed  the  Illinois  Civil  Service 
Act,  which  applied  to  approximately  2,200  State  employees. 
Illinois  thereby  became  the  third  state  to  adopt  a merit  personnel 
plan,  thus  staying  in  the  forefront  with  good  governmental 
practices.  Throughout  this  reporting  period  the  Commission 
has  made  efforts  to  insure  the  concept  of  good  government  through 
civil  service. 

The  objectives  of  all  agencies  of  the  executive  branch  of 
government  in  a democratic  society  must  be  to  provide  the  services 
desired  by  the  citizens,  as  expressed  by  the  legislature,  in 
the  most  effective  and  efficient  manner  possible.  The  Personnel 
Code  assists  the  Governor  in  this  endeavor  by  providing  him 
with  a means  to  achieve  improvement  of  management  through  sound 
personnel  practices  and  programs.  The  prime  goal  of  the  personnel 
program  must  be  the  development  of  the  best  working  force  possible 
in  terms  of  the  needs  of  the  agencies  and  programs  it  serves 
within  available  resources.  This  goal  transcends  the  mechanics 
of  the  position  classification,  recruitment,  selection,  staff 
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development,  promotional  programs,  and  other  technical  processes 
of  personnel  operations  which  provide  a portion  of  the  means 
to  reach  the  desired  end.  A successful  personnel  system  must 
also  develop  the  attitudes,  the  incentives,  the  policies,  and 
the  philosophies  necessary  to  the  development  of  an  effective 

and  dedicated  work  force  while  providing  solutions  to  problems 
obstructing  this  objective.  To  accomplish  this  goal,  the 

Personnel  Code  creates  a partnership  among  the  Department  of 
Central  Management  Services,  the  operating  agencies  served, 

and  the  Civil  Service  Commission. 

Guided  by  this  philosophy,  the  members  of  the  Commission  and 
its  staff  have  tried  to  carry  out  their  eight  statutory 

responsibilities : 

1.  The  Commission  has  the  authority  to  disapprove 
personnel  rules  promulgated  and  submitted  by  the 
Director  of  Central  Management  Services  and  to 
approve  the  classification  plan. 

2.  As  a part  of  the  classification  plan,  the  Commission 

approves  proposals  of  the  Director  of  Central 
Management  Services  for  new  or  amended  class 

specifications  and  for  the  abolition  of  existing 
classes . 

3.  Upon  recommendation  of  the  Director  of  Central 
Management  Services,  the  Commission  approves  the 
exemption  from  Jurisdiction  B of  those  positions 
which,  in  its  judgment,  bear  principal 
administrative  responsibility  for  the  development 
or  carrying  out  of  policy. 

4.  In  insuring  compliance  with  the  Personnel  Code 
and  Rules,  the  Commission  carries  out  an  active 
audit  program  of  personnel  activities,  actions, 
and  programs. 

5.  Upon  identification  of  instances  of  noncompliance, 
the  Commission  is  responsible  for  insuring  the 
enforcement  of  the  Personnel  Code  and  Rules  through 
the  issuance  of  directives  for  compliance. 

6.  For  certified  employees  who  are  discharged, 
suspended  for  more  than  30  days  in  a twelve-month 
period,  or  demoted,  the  Commission  hears  and 
determines  the  written  charges  and  issues  decisions 
which  are  binding  upon  the  employing  agency. 
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7.  Appeals  may  be  made  to  the  Commission  by  certified 
employees  who  are  involuntarily  transferred  from 
one  geographical  area  in  the  State  to  another, 
or  who  question  the  allocation  of  their  position. 

8.  Occasionally  an  agency  tries  to  separate  certified 

employees  from  their  positions  by  use  of  the 
Personnel  Rules  for  illegitimate  purposes.  For 

example,  it  might  formally  lay  off  an  individual 
from  his  position  as  a subterfuge  for  discharge. 

Such  a layoff  is  an  evasion  of  the  due  process 
requirements  of  a hearing  mandated  by  the  Personnel 
Code.  Article  V,  Orders  of  Compliance,  is  a 
complementary  Commission  Rule  to  Article  XII. 

When  the  Commission  discovers  a rule  violation 
it  will  order  the  Department  of  Central  Management 
Services  to  correct  it.  These  procedures  are 
grounded  upon  the  power  given  to  the  Commission 
in  the  Code  to  direct  compliance  if  any  violation 
of  the  Code  is  found. 

During  fiscal  1985  the  Commission  was  active  in  all  eight  areas, 
as  the  detailed  reports  show. 


(1)  REVIEW  OF  PERSONNEL  RULES 


The  drafters  of  the  Personnel  Code  envisioned  broad  enabling 
statutes  giving  the  Director  of  Central  Management  Services 
extensive  discretion  to  implement  the  broad  provisions  of  the 
Code  through  the  promulgation  of  rules.  To  insure  that  the 
Director  of  Central  Management  Services  would  remain  in  the 
rule-making  authority,  as  well  as  to  assure  that  the  Director 
conforms  to  the  intent  of  the  Code  and  the  merit  system,  they 
required  all  proposed  rules  to  be  submitted  to  the  Civil  Service 
Commission.  The  legislature  granted  the  Commission  the  power 
to  disapprove  any  rules  which  it  considered  not  to  be  in 
conformance  with  the  statutory  mandate. 

During  fiscal  year  1985  the  Commission  reviewed  eight  individual 
proposals  for  amendments  in  the  Personnel  Rules  and  after  finding 
all  of  them  satisfactory,  permitted  them  to  become  effective 
through  acting  not  to  disapprove  them.  'Cooperative  dialogue 

between  the  staffs  of  the  two  agencies  assisted  in  insuring 

that  all  the  rules  were  satisfactory. 
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Rule  No. 


Rule  Title 


302.90 

302.190 

302.425 

302.785 

from 

302.830 

302.840 

302.860 

Subject 

302.863 


Appointments 

Definitions 

Merit  System  Transfer 

Suspension  or  Discharge  Resulting 

Arrest  or  Criminal  Indictment 
Expiration  of  Term  Appointment 
Renewal  Procedures 

Renewal  Procedure  for  Incumbents 

to  Public  Act  83-1369 
Renewal  of  Certified  or  Probationary 
Incumbents  in  Exempted  Positions 


(2)  CLASS  SPECIFICATIONS 


A sound  system  of  position  classification  is  essential  to  carrying 
out  the  objectives  of  a merit  personnel  system.  The 
classification  plan  establishes  the  basis  for  insuring  that 
employees  performing  work  of  the  same  nature,  level  of  difficulty 
and  complexity  are  paid  within  the  same  salary  range,  dependent 
upon  the  length  of  service  and  excellence  of  performance.  The 
specifications  further  set  forth  the  legal  requirements  for 
selection  of  those  who  desire  to  enter  State  service  and  the 
promotion  of  present  employees  who  seek  advancement  within  the 
career  system.  So  that  the  personnel  decisions  can  be  based 
upon  the  factual  basis  of  existing  assignments,  the  position 
classification  system  identifies  the  duties  performed  and 
responsibilities  assigned  by  individual  employees.  The 
legislature  vested  in  the  Commission  the  responsibility  of 
approving  all  amendments  in  the  classification  plan  including 
the  class  specifications. 

During  fiscal  year  1985,  the  Commission  reviewed  and  acted  on 
130  amendments  to  the  classification  plan.  Because  of  their 
cooperative  working  relationship,  the  staffs  of  the  Commission 
and  the  Department  of  Central  Management  Services  resolved  all 
problems  identified  in  the  class  specifications  submitted. 
Consequently,  all  issues  which  could  have  resulted  in  a 
recommendation  for  the  Commission's  disapproval  were  resolved. 
During  the  fiscal  year,  32  corrections  were  made  in  19  classes 
of  the  96  new  and  revised  classes  after  their  submission.  The 
informal  submissions  made  by  the  Department  of  Central  Management 
Services  are  not  reflected  in  the  above  amendment  rate  and  those 
changes  made  prior  to  formal  submission  resulted  in 
recommendations  for  approval  as  officially  submitted. 
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New  Classes 
Approved 


Revised  Classes 
Approved 


Abolished  Classes 
Approved 


56 


40 


34 


(3)  EXEMPTIONS  OF  POSITIONS  BEARING 
PRINCIPAL  ADMINISTRATIVE  RESPONSIBILITY  FOR  POLICY 


A long-standing  significant  issue  in  merit  systems  is  the 
determination  of  those  positions  which  should  be  subject  to 
appointment  and  dismissal  at  the  discretion  of  the  administration. 
In  the  Personnel  Code,  the  legislature  specifically  provided 
for  most  major  exemptions,  such  as  those  of  all  positions  in 
the  legislative  and  judicial  branches,  of  directors  and  assistant 
directors  of  executive  agencies  and  of  members  of  boards  and 
commissions.  In  positions  below  the  director,  assistant  director, 
board  or  commission  level,  the  legislature  chose  to  grant  the 
Director  of  Central  Management  Services  and  the  Civil  Service 
Commission  joint  authority  to  exempt  positions  from  the  Personnel 
Code.  Under  this  provision,  the  Director  of  Central  Management 
Services  may  recommend  that  positions  which  bear  principal 
administrative  responsibility  for  the  development  of  policy 
or  principal  responsibility  for  carrying  out  of  policy  be 
exempted,  subject  to  approval  by  the  Civil  Service  Commission. 
The  impact  upon  the  merit  system  of  decisions  made  with  respect 
to  the  exemption  of  positions  from  the  merit  provisions  is 
obvious . 

In  carrying  out  this  function,  the  Commission  not  only  acts 
to  approve  exemptions  recommended  by  the  Director,  but  monitors 
all  positions  which  have  been  approved  for  exemption  to  insure 
that  they  are  used  as  intended  at  the  time  of  approval. 
Amendments  which  may  occur  in  the  positions  are  evaluated  to 
insure  that  only  positions  which  continue  to  qualify  for  exemption 
do  remain  exempt. 

During  fiscal  1985  the  Commission  approved  the  exemption  of 
30  positions  and  disapproved  the  exemption  of  one.  Ten  positions 
were  rescinded  or  abolished  and  15  positions  revised. 


Exemptions 

Approved 


Rescinded 
and  Abolished 
Positions 


Other 

Positions 

Revised 


Exemptions 

Disapproved 


30 


10 


15 


1 
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(4)  & (5)  REVIEW,  AUDIT,  AND  COMPLIANCE  ACTIVITIES 


A merit  system  can  only  be  as  effective  as  the  people  who 
administer  it  will  permit  it  to  be.  Recognizing  the  pressures 
to  circumvent  the  merit  system  and  to  provide  a bulwark  against 
the  erosion  of  merit  system  standards,  the  legislature  placed 
in  the  Civil  Service  Commission  the  responsibility  for  determining 
whether  personnel  activities  are  carried  out  in  compliance  with 
the  Personnel  Code  and  Rules  and  the  authority  to  direct 
compliance  where  it  finds  violations.  In  carrying  out  this 
mandate,  the  Commission  has  utilized  two  basic  approaches. 

First,  it  investigates  all  allegations  of  noncompliance  furnished 
to  the  Commission  or  brought  to  the  attention  of  its  staff. 
The  Commission  feels  that  it  has  an  obligation  to  investigate 
all  allegations  to  determine  whether  there  was  a violation  of 
the  statute  and/or  its  implementing  rules.  Where  the  Commission 
finds  a possible  violation,  it  works  with  the  Department  of 
Central  Management  Services  and  the  agencies  involved  to  effect 
compliance.  Where  compliance  is  not  an  issue,  the  Commission 
attempts  to  assist  employees  with  complaints  by  referring  them 
to  other  sources  which  may  be  able  to  help  them. 

Second,  the  Commission  staff  conducts  an  ongoing  review  and 
audit  of  personnel  activities  as  they  are  carried  out  by  the 
Department  of  Central  Management  Services  and  the  operating 
agencies.  The  Commission  has  long  interpreted  its  legislative 
grant  of  authority  as  requiring  the  Commission  to  take  the 
initiative  in  determining  compliance  and  not  simply  to  investigate 
those  matters  reported  to  it.  It  has  long  been  the  practice 

of  the  Commission  to  audit  compliance  activities  with  the 
resources  remaining  after  it  completes  the  review  and  processing 
of  proposals  of  the  Director  of  Central  Management  Services 
for  rule  changes,  amendments  in  the  Classification  Plan,  or 
for  the  exemption  of  policy  positions  and  the  hearing  of  employee 
appeals.  Unfortunately,  the  Commission  has  had  few  resources 
available  for  audits  in  recent  years.  During  the  fiscal  year 
here  reported,  the  priority  granted  to  the  processing  of  layoff 
appeals  precluded  any  compliance  initiatives  on  the  part  of 
the  staff  other  than  the  investigation  of  alleged  violations 
reported  to  the  Commission. 
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(6)  APPEALS  FROM  DISCHARGE  AND 
SUSPENSIONS  OVER  30  DAYS  IN  A TWELVE-MONTH  PERIOD 


The  Civil  Service  Commission  is  responsible  for  conducting 
hearings  on  appeals  of  discharge,  demotion,  suspensions  totaling 
more  than  30  days  in  any  twelve-month  period,  and  geographical 
transfers.  The  Commission  has  the  power  to  administer  oaths, 
subpoena  witnesses,  and  compel  the  production  of  books  and  papers 
(111.  Rev.  Stat.  1983,  ch.  127,  par.  63bll5). 

Sometimes  a State  agency  believes  an  employee  is  unfit  or 
unsuitable  for  State  service.  When  the  employee  receives  his 
notice  of  discharge,  he  may  appeal  the  action  to  the  Commission. 
The  Commission  must  receive  the  request  for  a hearing  within 
15  days  of  the  date  of  discharge.  The  Commission  must  then 
schedule  a hearing  within  30  days  after  receiving  the  request. 
At  the  hearing  the  employee  has  a right  to  counsel  and  may 
question  the  witnesses  who  testify  against  him  under  oath.  The 
burden  of  proof  is  upon  the  agency  to  prove  that  cause  for 
discharge  of  the  employee  exists. 

In  fiscal  1985,  the  Commission  heard  112  appeals  of  discharges 
or  suspensions  totaling  more  than  30  days  in  a twelve-month 
period.  In  88  cases  the  Commission  sustained  the  discharge; 
in  ten  cases  the  Commission  imposed  a suspension  instead  of 
discharge;  and  in  six  cases  the  Commission  returned  the  employee 
to  work  without  discipline. 

Because  of  the  change  in  the  procedures  for  appealing,  the 
Commission  expects  a decrease  during  the  next  fiscal  year  in 
these  types  of  appeals. 


(7)  APPEALS  OF  GEOGRAPHICAL 
TRANSFER,  ALLOCATION,  AND  DEMOTION 


During  fiscal  year  1985  the  Commission  received  two  geographical 
transfer  appeals,  both  of  which  were  closed  prior  to  action 
of  the  Commission. 

The  Commission  is  responsible  for  hearing  employee  appeals  from 
the  decision  of  the  Director  of  the  Department  of  Central 
Management  Services  in  cases  where  an  employee  believes  that 
his  position  is  misclassif ied . In  allocation  appeals  the  burden 
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is  on  the  appealing  employee  to  prove  the  Director  of  Central 
Management  Services  has  not  properly  classified  his  position. 
In  fiscal  year  1985,  46  appeals  were  denied.  Because  of  the 
new  allocation  procedure  adopted,  the  Commission  expects  an 
increase  in  the  number  of  allocation  appeals. 

The  Commission  is  also  responsible  for  hearing  appeals  of 
employees  who  have  been  demoted  in  their  positions.  Although 
this  is  not  an  active  area,  it  is  important  that  employees  have 
a right  to  appeal  if  they  think  they  have  been  unjustly  demoted 
in  their  position.  The  Commission  received  one  demotion  appeal 
during  fiscal  1985.  The  Commission  sustained  the  demotion. 

OTHER  DOTIES  - CHAIRMAN'S  EX  OFFICIO  POSITION 


The  Chairman  of  the  Commission  is  an  officio  member  of  the 
State  Advisory  Impasse  Panel  and  the  Inter-Agency  Committee 
on  the  Handicapped. 

The  Panel,  whose  other  two  members  are  the  Director  of  the 
Department  of  Labor,  and  the  Executive  Director  of  the  Office 
of  Collective  Bargaining,  helps  resolve  disputes  between  the 
State  and  collective  bargaining  representatives.  There  was 
no  need  to  convene  the  panel  in  fiscal  year  1985. 

The  Committee,  composed  of  the  Chairman,  the  Director  of  Central 
Management  Services,  and  the  Director  of  Rehabilitation  Services, 
tries  to  promote  the  interests  of  handicapped  employees.  The 
Committee  has  met  several  -times  this  year  and  made  some  progress 
on  behalf  of  handicapped  employees.  This  past  year  legislation 
was  passed  to  add  the  Director  of  the  Department  of  Human  Rights 
as  Co-Chairman  of  the  Commmittee. 
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DECISIONS  OF  THE  COMMISSION 


A.  Actions  by  the  Commission  FY  82  FY  83  FY  84  FY  85 

Appeals  granted: 


Employees  returned  after  discharge 


(with  suspension) 

Employees  returned  after  discharge 

18 

23 

26 

10 

(without  suspension) 

18 

20 

8 

6 

Position  allocation  change  directed 

1 

0 

2 

9 

Layoff  appeal  granted 

1 

8 

8 

3 

Geographical  transfer  invalidated 

1 

1 

0 

0 

Demotion  invalidated 

0 

0 

0 

0 

Suspension  appeal  granted 

0 

0 

- 

- 

Suspension  invalidated 

- 

- 

3 

1 

Suspension  invalidated  in  part 

- 

- 

1 

1 

Rule  violation  appeal  granted 

1 

1 

1 

1 

Dismissed  (employee  returned  to  work) 

3 

2 

2 

0 

Totals 

43 

55 

51 

31 

Appeals  denied: 

Employees  discharged 

84 

58 

105 

88 

Position  allocation  change  denied 

45 

16 

25 

46 

Layoff  appeal  denied 

1 

64 

1 

50 

Geographical  transfer  upheld 

2 

1 

1 

0 

Demotion  upheld 

2 

3 

1 

1 

Suspension  upheld 

1 

1 

4 

6 

Rule  violation  appeal  denied 

0 

9 

2 

8 

Appeals  dismissed  by  written  decision 

18 

31 

20 

15 

Totals 

153 

183 

159 

214 

Total  Actions  by  the  Commission 

196 

238 

210 

245 

Appeals  Terminated  Without  Decision 

Dismissals 

83 

76 

52 

54 

Demotions 

3 

0 

2 

3 

Position  allocations 

20 

9 

45 

15 

Layoff  appeals 

3 

10 

4 

4 

Geographical  transfers 

7 

2 

1 

2 

Suspensions 

0 

3 

3 

5 

Rule  violations 

- 

- 

3 

1 

Totals 

116 

100 

110 

84 

Appeals  Pending  June  30 

303 

390 

270 

166 

Appeals  Rejected  - Commission  Without 

Jurisdiction  to  Accept  Appeal 

151 

187 

195 

46 

Total  Appeals  Closed  or  Pending 

at  Close  of  Fiscal  Year 

766 

915 

785 

541 
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